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1 Overview 
 

1.1 Introduction 
The Federal TRIO Programs office, within the Office of Postsecondary Education (OPE) 
at the United States Department of Education (ED), has designed the UB/UBMS Online 
Annual Performance Report (APR) site so that grantees can prepare and submit the APR 
data.  

1.2 Features of the Site 
Features of the UB/UBMS site include:   

• An online user guide and online help; 
• A Web form for completing Section I online; 
• A feature that allows you to upload an electronic file with the individual 

participant records (Section II); 
• A “print” button to produce a hard copy of the information entered; 
• A “submit” button to send the entire report to the Department; and 
• An e-mail confirmation that the report has been submitted (if you provide 

an e-mail address in Section I). 
 

2 Accessing the Site 
The main page of the UB/UBMS/VUB site is shown below.  You must register on the 
site to obtain a user id and password.  An overview of the registration process follows.   
 
Note:  Even if you registered last year, you must register again in order to access the 
2010-2011 APR Web site.   
 
For initial access, click Register Here Each Year. 
 
 



UB/UBMS APR Website User Guide 5  Computer Business Methods, Inc. 
November 2011 

 

 
 
 

2.1 Register Here Each Year 
 

To register each year, enter your PR Number, your project director’s email address, first 
and last name.  If the information matches the UB programs’ system of records, the 
system will email your user id and password to the project director; otherwise, it will 
email your program specialist to verify your information. 
 
Note:  You should receive a response within 24 hours.  Please wait at least 24 hours 
before contacting the help desk about registration verification issues. 
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2.1.1 Registration Failed: 
 
If the system is unable to verify the information you entered, it will display the 
Registration Failed page, shown below.  This page describes the secondary verification 
process.    

• If you think you made a mistake on the registration page, click the 
“Go back to registration form” button to try again. 

• If you are a new project director, you must enter the information 
requested on the lower half of the page. 

  
Once the program specialist has verified your information, the help desk will contact you 
within 24 hours using the email address that you provide on this page.  Please allow 
24 hours for verification and response. 
 
 



UB/UBMS APR Website User Guide 7  Computer Business Methods, Inc. 
November 2011 

 

 
 
 
 
2.1.2 Registration Successful: 
 
If the system successfully verifies your information, it will email your login information 
to your project director and redisplay the main page with the message shown below.   
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2.2 Log in as a Registered User  
Log in to the system with your new user id and password.  After your initial login, the 
system will prompt you to change your temporary password.  Your new password must 
include at least one upper case letter, one lower case letter, one number, and one special 
character. 
 

    
 
 

 
 
 



UB/UBMS APR Website User Guide 9  Computer Business Methods, Inc. 
November 2011 

 

 

2.3 Forgot Password 
If you forget your password after you have logged in and changed it, click on the Forgot 
Password link on the Main Page.  Enter and submit the requested information to receive a 
new, temporary password.   
 

 
 
 

2.4 Successful Login 
A warning message regarding authorized use and privacy will display after you log in 
successfully.  Click “Ok” to continue. 
 

 
 
Confirm that the correct PR number and institution are displayed by clicking “Continue”.  
If the information is incorrect, please click “Cancel” and report the problem to the help 
desk. 
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3 Navigating the Site 
The APR has three sections.  After initial login, the system displays the Section I page.  
To navigate between sections, click on the individual tabs at the top of the page, Section 
I, Section II, and Review and Submit.  The current tab is highlighted in light blue. 
 
The PR /Award Number and institution name are displayed at the upper left corner of 
each page. 
 
At the upper right corner, note that there are six hyperlinks: 
 

• The Report Problem link allows you to report a problem with the site to 
the Help Desk;  

• The Email Help Desk link lets you generate an e-mail message to the Help 
Desk requesting assistance;  

• The UB/UBMS Instructions link displays the Department of Education 
(ED) site’s UB/UBMS APR page.  From there, you can download APR 
instructions and the participant record structure.  The Department strongly 
suggests that you review these documents before working with the Web 
application. 

• The VUB Instructions link displays the Department of Education (ED) 
site’s VUB APR page.  From there, you can download APR instructions 
and the participant record structure. 

• The links for the UB/UBMS and VUB APR Web Site User Guides connect 
users to this downloadable guide and the companion guide for VUB 
grantees. 

• The Log Out link logs you off the application and displays the main page.   
 
The section tabs and hyperlinks are repeated at the bottom of the page for convenience.   
 
Once you have completed Section I, click on the “Save and go to next section” button.  
You may tab from one section to another, or log off and return at another time to 
complete a section.  If you do, be sure to save the current page before exiting.  The 
system will validate your entries and will not allow you to submit the APR if it detects 
errors or omissions.  
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4 Section I: Project Identification, Certification, and 
Warning   

Section I of the report will display with pre-populated information about your grantee 
institution.  Verify the information and update as needed.  If you would like an email 
confirmation when you successfully submit your report, enter your email address on this 
page. 
 
The project director and certifying official for the institution must sign and date Section I 
of the 2010-11 APR to certify that the information reported and submitted electronically 
is readily verifiable, accurate, and complete.  After you complete the APR online, print a 
hard copy of the completed report and obtain the required signatures.  After both the 
director and the certifying official have signed the report, fax the signed Section I only of 
the APR to:  (703) 832-1360.   
 
Please do not fax the entire report.    For your records, you should keep in your files 
Section I with the original signatures and a copy of the two parts of your APR 
submission:  (1) the PDF version of Section I and the data validation reports, which you 
will be able to print at the end of your submission; and (2) the Excel file of your 
individual participant records.  These items are discussed later in this user's guide. 
 



UB/UBMS APR Website User Guide 13  Computer Business Methods, Inc. 
November 2011 

 

 

 

 

 



UB/UBMS APR Website User Guide 14  Computer Business Methods, Inc. 
November 2011 

 

 

5 Section II:  Record Structure for Individual 
Participants 

5.1 Section II Main Page 
To access Section II, click the Section II tab at the top or bottom of the page, or complete 
Section I and click on the “Save and go to next section” button.   
 
Download:  
Instructions for Completing the UB/UBMS Annual Performance Report for 2010-11   
and  
Section II –UB/UBMS Individual Record Structure through the hyperlinks on this page.  
Click on the “Getting Started” button to continue. 
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5.2 Getting Started Page 
This page identifies four options for reporting and submitting participant data:    

• Download an Excel file of last year’s submitted data; update the file and 
then upload directly to the Web form.  

• Upload an Excel/CSV file directly to the Web form.  
• Transfer last year’s data submission to the Web form, and update and add 

records online.  
• Enter Participant data directly into the Web form.  

 
 
 
5.2.1 Download last year’s submitted data  
 
You can download last year’s participant data in an Excel file, modify it on your desktop, 
and later upload it to the site.  If you did not keep a copy of your 2009-10 submission or 
if the department has notified you that your 2009-10 APR has been amended, you should 
download this file. 
 
If you choose to download, please note that the download feature does not include the 
social security numbers (SSNs) of your participants, even though the file you provided us 
contained this information. This change was made to better protect the personal 
information contained on the data file and prevent inadvertent misuse of information 
provided by the Department. However, the participant data file you prepare for the 
20010–11 APR should include the SSNs of all participants, as this is the primary 
identifier used to match participant records across project years. 
 

Also, the data from last year’s file for certain fields that need to be updated each 
year will not be on the Excel file you download. You will need to complete these 
data fields with information from your 2010-11 project year. In the general 
instructions, please see pages 7-8 for a list of fields that should not change from 
year to year unless you have discovered that erroneous data had been entered in 
the past. Note that identifying data (that is, SSN in field #4, last name in #5, first 
name in #6, and data of birth in #8) for all but new participants must match the 
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data in your 2009–10 APR, even if you have discovered that last year’s data 
contained errors or misspellings. 

  
 
To download last year’s data file, click on the “Download Data” button.  A file name will 
display as a blue hyperlink.   
 
To save the file to your desktop:  

• Right click your mouse and select the “Save Target As” option.  Identify a 
folder on your desktop (e.g., My Documents) to save the file.  You may 
then open the file on your desktop with Excel.   

 Or 
• Click on the file name hyperlink to open it, and save it to your desktop.  

 
After downloading the file, you can update the Excel file or import the data into a 
database application such as MS Access.  Follow the Instructions for Completing the 
UB/UBMS Annual Performance Report for 2010-11 to update the prior year’s data and 
add records for new 2010-11 participants.    
 
As noted above, for security reasons, we do not include participant social security 
number (SSNs) in the data file.  You will need to add these to the file before uploading it.     
  
When you have made all necessary modifications and saved the file as an Excel 
spreadsheet or a comma-delimited CSV file, return to this page, and follow the 
instructions to "Upload an Excel File to the Web Data Entry Form".    
 

 
 

 
 

5.2.2 Upload an Excel file to the Web Data Entry Form.   
 

This option lets you upload the 2009-10 file in an Excel spreadsheet format or as a CSV 
file (comma-delimited text file).  Most databases can covert a file to either CSV or Excel 
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format.  For instructions on creating a CSV file, click the What is a CSV file?  hyperlink.  
Before uploading your participant data file, verify that:  

 
• The file is either an Excel spreadsheet or a comma-delimited CSV file;  
• You have the correct number of fields (52) and they are in the sequence 

specified in Section II - Individual Record Structure;  
• If your file is an Excel spreadsheet, it should use the column names 

identified in Section II - Individual Record Structure; and 
• The file contains the participants’ social security numbers.  (SSN is the 

primary identifier we use to match participant records across project 
years.) 

 
Use the “Browse” button to select the file, or type the file name and directory path.  Click 
on the "Upload File" button to proceed. 
 
If your file is formatted correctly, you may proceed to the Review Participant List and 
Data Error Report (Table View) page; otherwise, the system will display the errors it has 
detected with your file format, and provide instructions for correcting them.  See Section 
5.5 for sample errors 
 
 

 
 
 
If you are unable to provide an Excel or CSV file, you may elect to: 

 
 

5.2.3 Transfer last year’s submitted data directly into the on-line form.   
 
To transfer the 2009-10 participant data that you successfully submitted last year to the 
on-line data entry form, click on the "Transfer Data" button.  On the Review Participant 
List and Data Error Report (Table View) page, you can edit data for prior participants 
and add new ones. 
 
Note:  If you choose to transfer last year’s data directly to the Web form, the data from 
last year’s file for certain fields that need to be updated each year will not transfer to the 
Web form. You will need to complete these data fields with information from your 2010–
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11 project year. In the general instructions, please see pages 7–8 for a list of fields that 
should not change from year to year unless you have discovered that erroneous data had 
been entered in the past. Note that identifying data (that is, SSN in field #4, last name in 
#5, first name in #6, and data of birth in #8) for all but new participants must match the 
data in your 2009–10 APR, even if you have discovered that last year’s data contained 
errors or misspellings. 
 
You will need to provide missing information and correct all errors before submitting.  

Download Section II – UB/UBMS Individual Record Structure for complete details.  

The Transfer Data option is not available for new grantees.  

 

 

 
Click the “Add New” button to enter the data for each participant directly into the form. 

Enter new participant data directly into the on-line form.   
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5.2.4 The “Continue” button    

Whether you choose to upload, transfer, or enter data directly, you may save data without 
submitting and come back to it later.   

The system detects whether you have begun the data collection process and provides the 
option to continue entering/updating participant date on-line.  The “Continue” button 
will not display until you have already uploaded, entered, or transferred data, exited the 
system and logged back in. 

After clicking on the “Getting Started” button on the main Section II page, you can 
choose to continue with your data, or select one of the other options.   
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5.3 Review Participant List and Data Error Report (table view)  
If you selected the Continue, Upload, or Transfer option on the Getting Started page, 
you will proceed to the Table View page shown below.  This page lists the participants in 
the file, the total number of participants in the file, any formatting or value errors, and 
any data validation errors, and provides a printable report of those errors.   
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students.   
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The Table View page displays up to 25 records.  To view additional students, click on the 
Prev or Next links displayed above and below the table.   
 
Records are sorted by data validation error.  Click on another column heading to sort by 
that column.   

To view a participant’s record, click the Last Name hyperlink.  This will direct you to the 
Web form where you can enter information for the participant.   
 
To delete a participant record, click the “ ” image in the “Delete” column for the 
participant.   
 
To add a participant record, click on the “Add Participant” button below the table.  This 
will direct you to the Web form where you can enter information for the participant.  See 
Section 5.4 of this document for further instructions about the participant data Web form.   
  
To generate a printable report of the errors on the file, click on the Printable Version – 
Participant List Report link above the table.   
 
The table view displays three types of errors:   

• invalid data format/values;  
• cross validation errors; and  
• soft check validation errors.   
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You must correct all invalid data and cross validation errors before you can submit the 
APR.  The number in the "Error Description" column represents the field in error.   

• An invalid format/value error occurs when a data field includes a value that is not 
a valid response for the question.  To correct this type of error online, click on the 
Last Name hyperlink and select a valid option or enter text, if applicable, in the 
identified data field.   

• A cross validation error occurs when the value in one field conflicts with the 
value in another field.  Click on the Last Name hyperlink to see a message 
explaining the error.  This message will appear in red below the participant’s 
SSN.  You may then correct the data online.  

• Soft check validation errors, which begin with the word “Message”, provide 
important reminders, but do not require you to make any changes in your data. 

If there are several participant records with errors, you may choose to correct the data 
offline and to later upload the corrected file.  To download the file, which will include 
any updates you have saved, click on the “Download Participant Data” button under 
the participant list.  After editing the data offline, return to Section II – Getting 
Started to upload the revised file.  See Section 5.5 for instructions on uploading a 
file.   

 
If you are viewing the page for the first time, click on the See more navigational 
instructions and information about data errors hyperlink at the top of the page.  This 
link will provide additional information about navigating the site.  Click on the Back to 
Top hyperlink to return to the top of the page and edit participant records. 
 

5.4 Participant Data Form  
To access the online participant data entry page, which displays data about each 
individual student: 
 
From the Section II - Getting Started page: 

•  Click on the “Add New” button; or  
• Transfer or upload data, or click on the “Continue” button; on the Section 

III - Getting Started tab. 
 
From the Table View page: 

• Click on the Last Name hyperlink for a participant. 
 
For most data fields on the participant data form tabs, dropdown menus will display valid 
field content.  Clicking on the blue "information" icons that are found next to many fields 
will produce a pop-up box displaying valid options and instructions from the data 
structure as it appears on the TRIO Web pages.  When you are finished with a box, you 
must click on the "x" to make it disappear before you can pop up another one. 
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5.4.1 Personal Tab  
 
Enter or update fields 1 through 15.  Error descriptions and imported/transferred values 
appear on the right, where applicable.  Use the buttons at the bottom to “Save”, “Delete”, 
“Reset”, or go “Back to table view”.  To move to the next student, click the “Save” 
button before clicking the Next >> link or the “Back to table view” button.   
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5.4.2 Participation A Tab  
 
Enter or update fields 16 through 27.  Error descriptions and imported/transferred values 
appear on the right, where applicable.  Use the buttons at the bottom to “Save”, “Delete”, 
“Reset”, or go “Back to Table View”.  To move to the next student, click the “Save” 
button before clicking the Next >> link or the “Back to table view” button.   
 

 
 
 
5.4.3 Participation B Tab  
 
Enter or update fields 28 through 37.  Error descriptions and imported/transferred values 
appear on the right, where applicable.  Use the buttons at the bottom to “Save”, “Delete”, 
“Reset”, or go “Back to table view”.  To move to the next student, click the “Save” 
button before clicking the Next >> link or the “Back to table view” button.   
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5.4.4 Participation C Tab  
 
Enter or update fields 38 through 43.  Error descriptions and imported/transferred values 
appear on the right, where applicable.  Use the buttons at the bottom to “Save”, “Delete”, 
“Reset”, or go “Back to table view”.  To move to the next student, click the “Save” 
button before clicking the Next >> link or the “Back to table view” button.   
 
 

 
 
 
5.4.5 Postsecondary Tab  
 
Enter or update fields 44 through 52.  Error descriptions and imported/transferred values 
appear on the right, where applicable.  Use the buttons at the bottom to “Save”, “Delete”, 
“Reset”, or go “Back to table view”.  To move to the next student, click the “Save” 
button before clicking the Next >> link or the “Back to table view” button.   
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5.4.6 Screen Navigation Instructions: 
 
 

 
 

5.5 Unsuccessful upload of Excel file  
If the system detects errors in your uploaded Excel file, it will display an error message 
and instructions for correcting the error(s).  Samples of typical errors are illustrated 
below. 
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5.5.1 Incorrect Number of Columns 

 
 

5.5.2 Error due to empty file 
 

 

5.6 Unsuccessful Upload of CSV Files 
If the system detects errors in your uploaded CSV file, it will display an error message 
and instructions for correcting the error(s).  Samples of typical errors are shown below. 
 
5.6.1 Incorrect Number of Columns 
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5.6.2 Invalid PR Number 
 

 
 
 
5.6.3 Column Name Missing or Misspelled, or Column Out of Order 
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5.6.4 Invalid Batch Year 
 

 

5.7 Successful Transfer or Upload – Table View Page 
After a successful upload of your participant data file, if there are no errors displayed on 
the Table View page, proceed to “Review and Submit”.  
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students.   
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6 Section III:   Review and Submit (Tier 1) 

6.1 Review and Submit Main Page: 
Access this page by clicking the “Review & Submit” tab on top.  
 
This page describes the two-tier validation process.  Read the description and click the 
“Start Submission” button. 
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6.1.1 Review and Submit - Step 1: (With Errors) 
 
If there are any sections of the APR that you have not completed, they will display with 
an “X” on this page.  You must complete any section marked with an “X” before you 
continue.   
 

 
 
6.1.2 Review and Submit - Step 1: (no Errors) 
 
When you submit with all sections of the APR complete, the following page will display.  
Click on the “Continue” button. 
 

 
 
 

6.2 Review and Submit - Step 2 
The Funded/Served Rate report includes a comparison on the number of current 
participant records with the number of participants the grantee was approved to serve in 
2010-11 but also to provide information on the eligibility status of current participants 
(that is, participants who are first-generation and/or low-income).  If your funded rate is 
below 100%, you will be asked to review certain aspects of your data, as described on the 
page below. An explanation is no longer necessary unless the grantee does not meet 
100% funded.    
 

 
6.2.1 Funded Rate and Eligibility Status Report (Outside Range) 
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If the percentage of students participating in the project is less than 100%, you may 
correct a student’s status by clicking on his or her name, or submit an explanation in the 
box provided.  
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students and will display 20 records at a time.   
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6.2.2 Funded Rate and Eligibility Status Report (Within Range) 
 
If your data falls within the established range, no changes are necessary and you may 
click the “Continue” button to continue your submission. 
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students.   
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6.3 Critical Fields Verification Report - Step 3 
 

The next step of the Tier 1 process is the Critical Fields Verification Report.  This page 
lists fields that TRIO considers critical for analyzing project and program outcomes.  The 
system calculates the percentage of these fields in your participant records with “No 
Response/Unknown”.   

We ask that you review fields for which 10% or more of the records have “No 
Response/Unknown” and either correct/update the data or provide an explanation as to 
why the data is not available.  

To change a participant’s record so as to provide data on critical fields, click on the 
Section II hyperlink.  Once you have made the necessary changes, click on the Review 
and Submit tab to resubmit your data.  If you are unable to update all data, enter an 
explanation in the text box. 

 

 



UB/UBMS APR Website User Guide 38  Computer Business Methods, Inc. 
November 2011 

 

 
 

6.4 Review and Submit - Step 4: 
 
This page lets you display a printable PDF version of your APR through the “Funded 
Rate” and “Critical Fields” reports.  Click on Display Report PDF to view Sections I and 
II of the report.  Print the file for your records. If your project presents issues needing 
resolution in the Tier 2 data checks, you will have an opportunity to obtain an updated 
PDF at the end of Tier 2. 
 
If you do not already have a final copy of your data, or have made changes to the data 
since you uploaded it, click the “Download Data” button to create an Excel spreadsheet 
of the data you entered in Section II.  Save this file to your workstation.  Click on the 
“Continue” button.    
 

 
 
 
 
6.4.1 Review and Submit - Step 5: 
 
Click on the “Continue” button.  The APR is not complete until the participant data 
passes the second tier data checks.  If the Tier 2 review finds errors in Section II of your 
report, we will grant you a one-week extension to revise and upload that portion of the 
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APR only.  Instructions will display after you submit.  No other sections will be available 
after submission.   
   

 
 
 

6.5 Submission with Tier 2 Data Validation – Step 6 
After initial submission of the APR, the Tier 2 validation process compares the 2010-11 
participant data with the UB system of records.  If this is your first year of funding, your 
report is excluded from these data quality checks. 
 
The second tier data checks include the Match to Prior, Expected High School 
Graduation Cohort Year and New Participant reports. 
 
Review and Submit APR Submitted (with Tier 2 errors): 
 
If Tier 2 data validation identifies errors in Section II of your report, the Review and 
Submit Tier 2 page will display identifying the APR submission date.  Please note that if 
you make any changes to the participant data file, the participant data error report and the 
Tier 1 and Tier 2 data quality reports will be re-run.  If there are additional data errors, 
you must correct these prior to resubmitting the APR.   
 
Click on the “Continue” button to review the Match to Prior Report, Expected High 
School Graduation Cohort Year report, and the New Participants report and begin the 
Tier 2 submission process.   
 
 

6.6 Tier 2 Verification Reports  
 
6.6.1 Match to Prior Report 
 
The Match to Prior report compares participants on your 2010-11 APR with the UB 
system of records for your project to ensure that you have included on the 2010-11 report 
all participants for whom the Expected High School Graduation Cohort Year (field #23) 
is 2008 or later. As noted in Gaby Watts’s letter regarding the APR (found at 
http://www2.ed.gov/programs/trioupbound/report.html), grantees must restore records 
for any participants who may appear in this report.  
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How to restore student records to your 2010-11 APR file: To restore any participant 
listed below to your 2010-11 APR file, click the box aligned with the student's name; 
then click "Update 2010-11 file." To add at once all students listed on the page, click 
"Check All on Current Page" before clicking the "Update" box. Once you have restored 
records to your 2010-11 APR file, you should update the data fields for the student. 
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students.   
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To add the participants, click “Check all on current page” or click on the box for each 
participant that you want to add to your file.  Then click on “Update 2010-11 file."  This 
will return you to Section II and allow you to update the participant records.  After 
updating participant records, click on the “Return to Tier 2 Match to Prior report” 
button. 
 
 

 
 
If you made corrections on the Match to Prior report, a confirmation message will 
display.  If all the participants’ graduation cohort year (field #23) on your 2010-11 data 
file matched the UB system of records, the following screen displays.    
 

 
 
Click on “Continue” to proceed.  If there are discrepancies, you will proceed to the 
Expected High School Graduation Cohort Year report, Otherwise, you will proceed to the 
New Participant Verification report.   
 
 
6.6.2 Expected High School Graduation Cohort Year report 
 
After adding and updating any student records required on the Match to Prior report, 
grantees may see the Expected High School Graduation Cohort Year report which 
compares data on cohort years (field #23) in your 2010-11 APR with data in the UB 
system of records. If your data for certain students differs from that of our system of 
records, the affected participants and the two different cohorts for each will appear on the 
screen. As noted in Gaby Watts’s letter regarding the APR (found at 
http://www2.ed.gov/programs/trioupbound/report.html), under almost all circumstances 
grantees must accept the UB system of records’ cohort year for each student listed in the 
report. 
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To correct field #23 for a participant to match the UB system of records, click on the 
individual checkbox.  To correct the data in this field for ALL participants listed on the 
current page, click on the "Check All on Current Page" button, then click on the 
"Update HS Graduation Cohort Year on 2010-11 file" button at the bottom of the page.  
For multiple pages of participants, you must do this on each page.  The system will 
automatically update these participant records to match the system of records.   
 
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students.   
 
 

 

 
 
After completing the cohort year report, you will proceed to the New Participant 
Verification Report.  
 
 
6.6.3  Tier 2 - New Participant Verification Report  
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This report compares participants listed as “new” on your APR with those listed as “new” 
on the prior year’s APR.  A participant should not be classified as “new” in two 
consecutive reporting cycles.  If a participant was new last year, and is listed as new 
again this year, you must update the participant status code for that individual for the 
current reporting year.   
 
If the system detects errors, the screen shows participants listed as “new” in the current 
and prior reporting year.  The most likely reason for this is that you did not update the 
participant status code for the current reporting year.  You must update the records or 
provide an explanation before continuing with the APR submission process.  
 
Correct the participant’s status by clicking on his/her name to return to the Section II 
Web form.  Update the participant status to a “continuing” or “prior-year” participant 
status, or submit an explanation in the box provided. 
 
 
New Participant Verification Report - (with errors) 
 
To correct a participant record, click on the student name hyperlink to return to Section 
II.  Here you can change the participant status code (field 24) to "continuing" or "prior-
year".  Save each record and click “Back to New Student” to return to the Tier 2 report. 
In those rare cases in which you believe the prior year’s data was incorrect and the 
current year’s data is correct, you must provide an explanation.  Type the explanation in 
the text box at the bottom of the screen.  Click on the “Submit Explanation and 
Continue” button to proceed.  
 
Note – student names have been removed from the screen shot below.  Your screen will 
include the names of your students.   
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Click on the “Submit Explanation and Continue” button.  Your explanation will 
be acknowledged at the head of the next report: 
 

 
 
 
 
Tier 2 - New Participant Verification Report - (no errors) 

 
If your file passes the New Participant review, you will see a screen similar to the one 
below.  Click on the “Continue” button.   
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Click on the “Continue” button to proceed with the APR submission.  The Funded Rate 
and Critical Fields reports from Tier 1 will be run against any changes made in Tier 2.   
These reports are explained in more detail in Sections 6.2 and 6.3. 
 

6.7 Review and Submit – APR Submitted  
Once you have successfully made the changes required for Tier 2 validation the 
following screen displays acknowledging your APR submission is complete:   
 

 
 
Once your APR has been successfully submitted, no additional revisions are needed.  If 
you provided an email address in Section I, a confirmation email will be sent.   
 
To generate a print copy of the APR, including the Section I signature page, click on the 
“Generate PDF” button.  The APR will display as a PDF.  Print the first page, collect the 
required signatures and send the fax.   (This PDF will provide information and reports 
updated from the PDF available at the end of Tier 1, which included only the Funded 
Rate and Critical Fields reports.) 
 
Adobe Acrobat Reader is required to view PDF files and can be downloaded from the 
Adobe site via the hyperlink on this page.  Once the PDF is displayed, select “File-Print” 
from the menu or click on the printer image. 
 
To download an Excel version of the 2010-11 data file, click on the “Download Data” 
button.  A blue hyperlink file (e.g.  P047AYYXXS9_2010-11_final.xls) will appear on the 
screen.    
 
To open the file in your browser window, click on the hyperlink.    
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To save the file to your desktop, right click using your mouse and select the “Save Target 
As” option.  Select a location on your desktop (e.g., My Documents) to save the file. 
 
Click on the “Log Out” button to end the session and return to the UB/UBMS/VUB main 
page.  No further revisions to your file can be made.   


